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Log in to E-MACS: 

To create an Agency E-MACS account, see 

QRG—Creating an E-MACS Account and select 

Agency as the role. 

1. Go to https://emacs.courts.state.mn.us/

login. 

2. Type your Username and Password. 

3. Click Login. 

 

 

 

Create a new filing: 

1. Click Create Filing. 

2. Select Supreme Court or Court of Appeals 

from the Court Level drop-down. 

3. Select Existing Case from the Filing  

Category drop-down. 

4. Type the case number. 

5. Select Event from the Filing Type  

drop-down. 

6. Select Electronic Record Submitted/

Received from the Filing Subtype  

drop-down. 

7. Click Next. 

 

http://www.mncourts.gov/mncourtsgov/media/Appellate/Clerk-of-the-Appellate-Courts/QRG-Creating-an-E-MACS-Account.pdf
https://emacs.courts.state.mn.us/login
https://emacs.courts.state.mn.us/login
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Add the filing information: 

1. Type [Agency Name] Record (i.e., DNR 

Record, Tax Court Record) in the Filed on 

Behalf of Other field. 

2. Click Next. 

 

Upload the record: 

1. Click Browse. 

2. Double-click the file to upload it. 

3. If the document contains multiple parts: 

a. Type the Part number. 

b. Type the Total Parts. 

c. Click Add Another Part to upload the 

rest of the document.  

Documents over 25 MB (or about 1000 

pages of text) must be split into multiple 

parts prior to filing. Upload the record in 

as few parts as possible. 

4. Click Next. 

 

 

 

 

 

Upload additional documents: 

1. Confirm that the current screen is UPLOAD 

OTHER. 

2. If there are no additional documents, click 

Next. If there are additional documents, 

repeat steps 1-5 under Upload the record. 
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Add service details: 

Parties listed under E-MACS Service Recipients 

may be served electronically through E-MACS 

with no additional proof of service. When  

serving parties by conventional means (i.e., in 

person, by mail, or by e-mail) proof of service 

must be uploaded in E-MACS. 

1. Select the Service Method for each party. 

2. If needed, add a Service Date (for  

conventional service). 

3. If needed, click Browse to upload proof of 

service (for conventional service). 

4. Click Next. 

 

 

 

 

 

Review, edit, and submit the filing: 

1. Review the Filing Summary. 

2. If needed, click Edit Filing to make  

changes. 

3. When finished, click Save Filing and Check 

Out. 

4. Click Submit Filings. 

5. Click Print to print a copy of the  

Submission Confirmation. 


